Vendor — Accessing &
Responding to Mandatory Item
Questions

BUZ‘Wichigam Quick Reference Guide

Introduction
The “How to Access & Respond to Mandatory Item Questions” Quick Reference Guide is designed to provide
the minimum steps necessary in accessing & responding to specific Item questions on a Bid Solicitation.

Pre-requisites
You must be a Registered Vendor in Buy4Michigan.

Steps
Step 1:
a.) From the Open Bids section, ; - ; ; ;
choose your Bid of interest Bid# Orgznization Altemate Id Buyer Description Bid Opening Date Eldﬁﬂ& mﬁ&m HEIL‘JIH
and click the Create Quote HIT
link.
AGENCY15B0002032 | Department of Tecnalogy lsdra Chavez | festing 1215 | Open 121502014 | View | Create
Management and Budged Market | O13100PM New

Step 2:

The page defaults to the New Quote
page, General Tab.

Quote 00002039 - Sida's World

ems Guestions Subcontractors Notes Terms & Conditions Attachments  Summary

yet.

Above the screen you will see a
Validation Error message indicating
your T&C’s need to be
acknowledged and that there is a
mandatory question not answered

Quote Validation Errors
* Terms & Conditions is not acknowledged.

» Ouestion #1 for tem #1 is mandstory and not answered.

Quote Validation Warnings

* Your quote has not been submitted.

. . Quote & 00002039 Bid & AGENCY1560002032
a') FI” OUt AL L reqUIrEd and Organization: Department of Technology Management and Budget
necessary fields. Status In progress Descripion®:  [Jesting 12/15 x
Is "No Bid": O Atemate Bid. [
Shipping Temns: F.0.B.. Destination v Freight Terms: | FOB Destination v
Ship Via Terms: Best Way v Payment Terms
Please answer "yes" here if all items you are submitting a quote
on are manufactured within the United States and the cost of
domestic components exceeds S0% of all components. If you
answer "Mo”, please click each lkem Number on the llems tab
and indicate individually whether each item meets these critisra. ¥
Diate Last Updated: 121372014 01:05:43 PM
(e s Cone—
Step 3:
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a.) Moving left to right on the
Header Tabs, select the
Items Tab.

Quote 00002039 - Sida’s World

Subcontractors Motes Terms & Conditions Attachments  Summary

Step 4: lem# | Frint Questions Descripton

Sequente Eyict
. o aiy | UM | UnfCost | Dot | TeRae | Feigt | Bdeded | NoBid | NeCna
a.) Click the Item # link in the Rty e - . “ P o

Item # column to access the @

10 Yes fesfing

il EA w90

mandatory question.

Step 5:
ltem#: 1 Date Last Updated: 12/15/2014 01:05:50 PM User Last Updated: lsidra Chavez

a.) Enter in your Unit Cost and fem Descrpton: testing

any Discount if applicable.

Quantity oK Unit Cost Discount % Freight Extended Amaunt No Bid

b.) Answer the mandatory
guestion. o e 0

c.) Click Save & Exit when
complete.

Guestion # Required Guestion Response

i 7 P
1 Yes | areyoulicensed? ®ves

e}

L/ No

0 Discount only quoles indicate discount amount off of list catalog price.

Save & B ave & Confinue | Reset | Cancel & B -
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Step 6

As you can see, the error message
regarding the mandatory question
has disappeared.

a.) Selectthe Terms &
Conditions Tab.

b.) Accept the T&C’s.

General ltem Information Validation Errors
= Terms & Conditions is not acknowledged.

General ltem Information Validation Warnings

* “Your quote has not been submitted.

Quote 00002039 - Sida's World

Subcontractors  Nc 'i Terms & Conditions EI' ents  Summary

File Name Description

General ltems Questions

&5_STANDARD CONTRACT TERMS 03-21-14.doc (STANDARD CONTRACT TERMS 03-21-14.doc) | /3N081d Contract Terms | 2¢

é_tesling (Desert-17.jpg) i &

giLaccept the terms & conditions of the bid?

‘ es with exceplions O Mo
‘4

Step 7

a.) Select the Attachments
Tab.

b.) Upload necessary
documents.

Quote 00002039 - Sida"s World

General Items Questions Subcontractors MNotes Terms & Conditio : |

ﬂ Marking an item "Confidential" will ensure the document is only seen by relevant personnel and will not be
ﬂ Click Add Attachment to add attachments.

Mo Aftachments

Step 8

a.) Select the Summary Tab.

b.) Scroll down to the bottom of
the page and Submit your
Quote.

Quote 00002039 - Sida's World
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